
 
 

Job Aide: Add/Reduce FTE on a Position 
 
This job aide will guide you through the steps to add and reduce FTE on a position. If 
you have a position that requires addition or reduction in FTE, follow the steps below. 
 

Important:  When entering new, adjusted FTE numbers for a position, the amount 

entered on the screen will be the New Total FTE Amount for the position.  

 

For example:  If the current FTE for a position is 5 and we need to add 4 new FTEs, 

the FTE amount entered for the position is 9. 
 
 

Step Action Notes 
1. From the Task List, navigate to Human Capital 

Planning Preparation > Manage Position and 

Employee Data > Maintain position data 

 
 

 

2. From the Entity drop-down list, select the desired 

Entity (Index Code).  

 

 
 

 



 
 

Step Action Notes 

3. A list of Positions display on the screen. Select the 

position which you want to add or reduce FTE(s). 

 

 
 

 

4. Right-click the position name and select MDC Edit 

Position Details. 

 

 
 

 

5. Click the FTE tab.  
 

 
 

 

6. Right-click the Proposed FTE field and select MDC 

Update FTE. 

 

 
 
 

 

  



 
 

7. The following prompts will appear: 

 

 Enter Effective Start Date = FTE Start Date 

 Enter Effective End Date = FTE End Date 

(optional) 

 Enter FTE = *Total FTE for the position 

 

Important: In the Enter FTE field, type the new total 

FTE for the position. 
 

Example: If current FTE in the position 

is 3 and you need to increase it by 2 FTE.  

The amount in the Enter FTE field is 5. 

 

 
 

 

8. Click Add to add or reduce FTE. The new FTE total 

will be updated. 
 

 
 

 

9. Once the FTE has been updated, you may view it on 

the Position / FTE tab. 

 

 

 

    --END-- 


